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APPENDI X A

UNI VERSAL ANNUAL PAY ADM NI STRATI ON SUPPLENMENT

A GENERAL

Chapter IIl, “Position Cassification, Pay and Allowancesr” requires that
the rates of conpensation of the uasalary system be commensurate with the

rates of conpensation of the GS. This Appendix provides additional policy and
procedural guidance for pay adm nistration of ua enpl oyees conpensated under
the UA salary system

B. APPLI CABILITY

This Appendi x applies to all NAFI enpl oyees, worldw de, who are U. S.
citizens, U S. nationals, or permanent resident aliens in the United States who
are enployed within the United States and officially assigned to UA positions.

( NOTE. ~ NAFI enpl oyees in the Panama Canal Area are not assigned to UA
positions.)

c . UN VERSAL ANNUAL PAY SCHEDULES

1. The UA Pay Schedul e shall have a grade structure that begins wth UA-5
and continues through ua-18. The grades and steps of the annual salary struc-
ture shall be identical to grades GS-5 through GS-18 of the General Schedul e.

All limtations on maxi mum pay rates prescribed by the Ofice of Personnel
Managenment (opM) for the CGeneral Schedule shall apply to the UA pay rates as
well. The pay period for an enployee in a UA position shall normally cover

two admini strative workweeks. For pay conputation purposes, it is necessary to
convert annually scheduled rates of pay to basic hourly, daily, weekly, or bi-
weekly rates, in accordance with the follow ng rules:

a. Toderive an hourly rate, divide the annual rate by 2087, the
actual average nunber of working hours per year over the four years in the |eap
year cycle (i.e., 40 hours per week over 52.14 weeks during the normal years of
the cycle plus proration over four years of the additional day of the |eap

year ) .

b. To derive a daily rate; multiply the hourly rate by the daily hours
of service actually required.

c. To derive a weekly or biweekly rate, multiply the hourly rate by 40
or 80, as the case may be, if these hours coincide with the weekly or biweekly
schedul ed working hours of the enployee. Employees whose weekly or biweekly
schedul ed working hours are less than 40 or 80 shall have their weekly or bi-
weekly pay conputed to reflect actual schedul ed hours of work.

2. Al rates--hourly, daily, weekly, or biweekly--are conmputed to the
nearest cent, counting one-half and over as a whole cent.

For exanple: G ade Ua-9, Step 2 - $22,531 per annum
$22,531 divided by 2087 equals $10.7958, rounded to $10. 80.
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Position A - 40 hours per week
Bl weekly hours = 80
80 X $10.80 = $864. 00

Position B - 32 hours per week.
Bi weekly hours = 64

64 X $10.80 = $691. 20

D.  ADJUSTMENTS TO UA SCHEDULE

Wien the UA salary schedule is changed as a result of a change to the GS,
enpl oyees’ salaries shall be adjusted on a grade-by-grade, step-by-step basis.
Sal ary adjustnents shall be effective as of the first day of the first appli-
cabl e pay period beginning on or after the effective date of the GS adjustnent.
Enpl oyees in an indefinite retained pay or a 2-year saved pay status shall
recei ve increases in accordance with sections H and I. of this Appendi x.

E. INTIAL H RE

Generally, initial hires shall be nade at step 1 of the grade to which the
enpl oyee has been hired.

1.  Special Circunstances. The Head of the DoD Conponent may authorize
hire of a person to a UA position at a higher step within the appropriate grade
in recognition of a candidate's existing pay, unusually higher or unique quali -
fications, or a special need of the NAFI for his or her services.

2. Conversion. Wen an individual is being enployed as the result of
conversion of the position held by the incunbent from appropriated to
nonappropri ated funds, the entrance salary shall be fixed at the rate for the

appropriate grade which is equal to the rate paid in the previous position.

F.  PROMOTI ON

1. Pay on Pronotion. A UA enployee who is pronoted shall be paid at the
| onest schedul ed rate of the new grade that exceeds his or her existing
schedul ed rate of pay by no less than two step increnents of the grade from
whi ch pronoted. |If there is no rate in the higher grade that is at |east two
step increments above his or her existing scheduled rate of pay, he or she
shall receive (a) the maxi num schedul ed rate of the higher grade; or (b) his or
her existing scheduled rate of pay if the existing scheduled rate of pay is
hi gher. An enpl oyee who is pronoted froman hourly paid position to a UA
position shall be paid at the |lowest step of the vA grade that equals or
exceeds the enployee's previous hourly rate, augnmented by the difference
between steps 4 and 5 of the enployee’'s grade on the hourly rate schedul e.

2. Exceptions. The follow ng exception to the above pay setting practice
is authorized for an hourly paid enployee who is pronoted to a supervisory or
| eader position that qualifies for inclusion in the ua category:

a. Leader Positions. Wien the base level of work led is AS-7 or Pps-7,
a | eader position qualifies for inclusion in the UA salary plan. The step rate
selected in the appropriate new ya grade level shall be determned in the
foll ow ng manner: The scheduled rate of pay shall be to the |lowest step in the
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new Ua grade that results in an increase equal to but not |ess than the
difference in the payline rate (step 2) between grades 6 and 7 of the |ocal
area prevailing rate pay schedule applying to the as/ps base |evel of work |ed.
| f application of this procedure results in a base salary higher than that for
the highest step of the new grade, the scheduled rate shall be to the highest
step of the new grade.

b.  Supervisor Positions. \WWen the base |evel of work supervised is
AS-6/7 or PS-6/7, a supervisory position qualifies for inclusion in the UA
salary plan. The step rate selected in the appropriate new UA grade shall be
determnated in the following manner: The schedul ed rate of pay shall be to
the | owest step in the UA grade that results in an increase equal to but not
| ess than twice the pay difference in the pay line rate ( step 2 ) between grades
6 and 7 of the local area prevailing rate pay schedul e applying to the AS/PS
base leve 1 of work supervised. |f application of this procedure results in a
base sal ary higher than that for the highest step of the new grade, the
schedul ed rate shall be to the highest step of the new grade.

3. Pay on Pronotion in Retained Pay Situations. Wen an enpl oyee to be
pronoted is on retained pay, the pay he or she is entitled to on pronotion
shall be at |least a two-step increnent above the maximumrate of the salary
range for the grade of the position from which promoted. \Wen this cal cul ation
results in a rate less than the enpl oyees retained rate of pay, the enployee
is entitled to his or her retained rate of pay if such rate of pay is within
the salary range for the grade of the position to which the enployee is
pr onot ed. |f the enployee’s retained rate of pay exceeds the salary range for
the grade of the position to which pronoted, entitlement to retained pay
continues for the duration of the original 2 year period or until term nated by
one of the specified conditions described in the pay retention policies of this
Manual .

G CGENERAL PAY-FI XI NG GJI DES

1. Effective Date. The nornmal effective date of changes in pay rates

shall be the beginning of the 1st day of the first full pay period on or after

the date of the change.

2. Sinmultaneous Pav changes. Wen an enpl oyee becones eligible for two
pay changes at the same tinme, the changes shall be processed in the order that

shal | benefit the enployee the nost.

H  PAY RETENTI ON RESULTI NG FROM CONVERSI ON ACTI ONS

A NAFI enpl oyee whose rate of pay was fixed above the maxi num schedul ed
rate of his or her grade as a result of the initial conversion of his or her
position to the DoD UA salary system shall have his or her rate of pay
retained indefinitely and adjusted in accordance with subchapter S.10-7 of FPM
Suppl enent 532- 2.

. TWO-YEAR SAVED PAY UNDER THE ONGO NG PROGRAM

There is no grade retention for UA enployees. Pay for a NAF enpl oyee noved
to a lower grade ua position shall be determ ned and adjusted in accordance
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with the provisions cited in Chapter |II, subparagraphs B.2. d. ( 1) (b) and
B.2.d.(2)(c), of this Mnual.

J. PAY ADJUSTMENTS FOR UA SUPERVI SORS BASED ON SUPERVI SI ON OF FW5, AS, OR PS
EMPLOYEES

1. A NAFI may adjust the hourly pay of a UA supervisor to any rate for his
or her grade that exceeds that of the highest hourly paid enpl oyee being
supervi sed. Before an adjustnent can be nade, the NAFI shall determ ne that:

a. The supervisor’s regular responsibilities include supervision over
the technical aspects of the work of one or nore hourly paid enpl oyees.

b. The hourly rate of the supervisor’'s scheduled rate of pay is |ess
than the scheduled rate of the highest paid subordinate.

2. A supervisor regularly has responsibility for supervision when this
responsibility is a continuing assignment reflected in his or her official
position description.

3. A supervisor has regular responsibility for supervision (including
supervi sion over the technical aspects of the work concerned) when he or she
has frequent contact with the hourly paid enployees in connection with assigned
wor k, and when he or she personally or through an intermedi ate supervisor paid
under one of the NAFI hourly pay plans, does the follow ng:

a. Determnes assignnments or duties for individual hourly paid
enpl oyees.

b. Evaluates the work of individual hourly paid enpl oyees when the
reviews require a substantial subject matter or technical know edge.

c. Plans and organi zes work of individual hourly paid enployees with
primary enphasis on distribution of assignnents, workloads, work item
priorities, and schedules for tinmely conpletion of work itenms, projects, or
cases.

d. Provides advice, assistance, counsel, or instructions to individua
hourly paid enployees.

e. Evaluates the performance of individual hourly paid enployees.

f. Serves as the point of contact for discussion of problens arising
from or associated with, specific work products of the unit.

4. |In conparing the scheduled rate for a supervisor with the rate of pay
for an hourly paid employee supervi sed by himor her, the NAFI shall exclude
fromthe hourly paid enployee’s rate any irregular prevailing rate, such as a
retained rate or night shift differential

5. The Head of the DoD Conmponent concerned shall establish a detailed
procedure for admnistering special adjustnents to supervisor pay.
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K. W TH N- GRADE | NCREASES

1. Step Increases. an enpl oyee whose perfornmance has been determ ned
acceptable, and who has conpleted creditable service since his or her |ast
equi val ent increase in accordance with the follow ng table, shall receive a
Wi t hi n-grade increase.

St eps St eps St eps

1/2/3 4/5/6 7/8/9
Cal endar 52 weeks in 104 weeks 156 weeks
Weeks each step i n each step i n each step

2. Creditable Service

a. Continuous full-tine, part-time, tenporary, and regularly schedul ed
intermttent NAFI enploynent is creditable service in the conputation of a

waiting period. Service credit is given for this enploynent during periods of
annua 1, sick, and other leave with pay; advanced annual and sick |eave; and

service under a tenporary appointnment. Tinme in a nonpay status is creditable
when it does not exceed, in the aggregate:

(1) Twoworkweeks in the waiting period for steps 2, 3, and 4.
(2) Four workweeks in the waiting period for steps 5, 6, and 7.
(3) Six workweeks in the waiting period for steps 8, 9, and 10.

b. Leave of absence is creditable when it is granted an enployee
because of an injury for which conpensation is payable, as is service with the
Armed Forces during a period of war or national energency.

3. Equivalent Increase. A new waiting period nust be started if the
enpl oyee recelves an “equival ent increase.” This equivalent increase is
defined as an increase (or increases) in basic pay equal to or greater than the
anmount of the within-grade increment of the grade in which the enployee is
serving.

a. \Wien an enpl oyee has served in nore than one grade during the
wai ting period under consideration and it is necessary to determ ne whether he
or she received an equivalent increase in a prior grade, an equival ent increase
s an increase (or increases) in his or her scheduled rate of pay equal to or

greater than the anount of the smallest wthin-grade increase for advancenent
bet ween steps of the prior grade.

b. Wien an enpl oyee receives nore than one increase in his or her
schedul ed rate of basic pay during the waiting period under consideration, none
of which are equivalent increases, the first and subsequent increases are added
until they anobunt to an equivalent increase, at which tine he or she is
consi dered to have received an equival ent increase.
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c. The waiting period “under consideration” is that inmediately

preceding an enployee’s current entry into the rate of the grade in which he or
she is now serving.

d. Increases not counted as equival ent increases are salary increases
fOr UA enployees resulting froma statutory increase for GS enpl oyees; wage
increases granted under a wage system increases resulting from the establish-
ment of higher mninmum pay rates by the opM; quality step increases; terri-
torial and foreign post differentials and cost of living allowances; and
prem um pay for overtinme, night, or holiday duty.

(1) The waiting period for earning a w thin-grade increase during
tenporary pronotion begins on the date of the tenporary pronotion and not on
the date of the last equivalent increase in the regular grade.

(2) Upon being returned to the regular grade, an enpl oyee who was
tenporarily pronoted is placed in the rate and given the waiting period credit
that the enployee would be entitled to if the enployee had remained in the
| ower grade.

L. QUALITY STEP | NCREASES

Heads of DOD Conponents nmy authorize quality step increases to recognize
and reward those regul ar UA enpl oyees who display continuing high quality
per f or mance.

M. | DENTI FI CATI ON OF EXEMPT AND NONEXEMPT UA PCSI Tl ONS

| n accordance with Chapter I1l, subparagraph B.2.d4.{(2)(b}, in those
geographi cal areas covered by the FLSA, as anended, UA position descriptions
contai ni ng executive, adm nistrative, and professional duties shall be

annotated as “Exenpt.” Those position descriptions which do not nmeet the tests
for exenptions pursuant to section 13(a)(l), FLSA, as amended, and as

prescribed in FPM Letters, 551 series shall be annotated “Nonexenpt.”

N.  OVERTI ME AND OTHER PREM UM PAY

1. Overtine

a. UA enpl oyees enpl oyed in geographical areas covered by the FLSA
shall have their pay set in accordance with the follow ng rules:

(1) Exenpt Enployees. No UA enployee identified as exenpt may be
pai d overtime pay or given conpensatory time off for work in excess of 40 hours
in an adm ni strative workweek, unless the overtine pay or conpensatory tine off
Is specifically authorized in advance by the enployee’ s supervisor. The
doctrine of conpensation for hours “permtted or suffered” to be worked in
excess of 40hours in an admnistrative workweek will not apply. Overtine

rates and conpensatory time off shall be determined by application of the GS
rul es.

(2) Nonexenpt Employees. UA enployees identified as nonexenpt
shal|l be paid overtime in consonance with the overtime provisions established
for nonexenpt appropriated fund enployees paid on the GS.
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b. UA enployees who are exenpt from coverage under the FLSA by virtue
of geographical l|ocation of their positions shall not be paid overtime or given
conpensatory tinme off unless they have been specifically directed to work in
excess of 40 hours in an admnistrative workweek. Overtinme rates and conpen-

satory tinme off shall be determ ned by application of the GS rules.

2 . Oher prem um pav

a. N ght pay differential shall be paid to UA enpl oyees under the sane
pay adm nistration rules as those applicable to GS enpl oyees.

b. Holiday prem um pay shall be paid to UA enpl oyees under the sane
pay rules as those applicable to GS enpl oyees.

c. Sunday prem um pay shall be paid to ua enpl oyees under the sanme
rules as those applicable to GS enpl oyees.

o. DETAILS

Details of a UA enployee to performthe duties of another position, as
di stingui shed from actually being appointed or assigned to the position, shall

be governed by paragraph B.2.1., Chapter |I, of this Manual. Enployees who are
| nproperly detailed to higher grade positions shall be allowed retroactive
temporary pronotions with backpay. A UA enployee tenporarily assigned to work
of a higher grade may be tenporarily pronoted to the higher grade under the
merit pronotion and staffing program and given the pay of that position.
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